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OPERATIONAL SERVICES DIVISION
Job Aid:

Locate a Grant Posting and Create a Response Part 2 (logged-In)

This Job Aid shows how to:
e Locate a Grant Posting

e Read a Grant Posting
e Additional resources (registration, other job aids)

Of Special Note:

All state agencies are subject to 815 CMR 2.00, State Grants, Federal Grant Awards, Federal Sub-grants and
Subsidies as well as the Office of the Comptroller’s policy on State Grants, Federal Sub-Grants, and

Subsidies. Departments must use COMMBUYSS to publicly post the availability of a discretionary Grant or Grant
Program and publish the results of grantee selections. Use of COMMBUYS to receive electronic quotes for grant
opportunities is optional; however, state agencies are encouraged to require grantees to register and submit quotes
(applications) through COMMBUYS, which provides a central repository for receipt of electronic applications. As more
grantees use COMMBUYS to identify grant opportunities, they will have a single location to apply for grants from
multiple state agencies, resulting in efficiencies for both the grantees and the state agencies.

This job aid is for potential grantee(s) that want to locate a grant opportunity and intend to submit a response online in
the COMMBUYS system. This job aid will walk a COMMBUYS user, who has a Vendor account in COMMBUYS,
through the process of creating a quote to respond to a bid/grant application in COMMBUYS.

It is the potential grantee’s responsibility to read the bid/grant application and any attachments in its entirety prior to
creating a quote/submitting an application. It is strongly recommended to create a bid specific folder that is easily
accessible with any completed documents or forms that need to be uploaded with your quote/application. Be sure to
follow any file upload instructions that may be indicated by the Grantor in the language of the Grant Notice/Application
i.e. naming convention, file description, or other instructions. Upon award there may be additional forms/signatures
required to execute the grant award.

For questions concerning information required to set up a Vendor profile in COMMBUYS, please consult your business
office or legal department.
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Screenshot

COMMBUYS

COMMBUYS

— OPERATIONAL SERVICES DIVISION

COMMBUYS is the only efficial procurement record system for the Commeonwealth of
Massachusetts” Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement infoermation posted here in order to promote transparency, increase

competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUY S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you have any guestions or concerns contact the COMMBLUY S Help Desk at
COMMBUY S@state ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday} at 1-888-527V-8283 or 617-720-3187
N Register
Register here to begin using COMMBUY'S.
“Wendors, please read this disclaimer prior to registering.

Complete Reqgistration

Complete registration here to begin using COMMBUY'S.

“endors, please read this disclaimer prior to completing registration.
Open Bids

Browse open bid opportunities.

Active Contracts

Browse active Contracts/Blankets.

Contract & Bid Search

Search for Bids and active Contracts/Blankets.

Registered Wendor Search
Search for registered vendors.

Login I1D:

Password:

Forgot your password?

& 2014 Periscope Holdings, Inc
All Rights Reserved

Heme POs ¥ | Bils ¥ | Contracts Quotes ~ Rachel Smith

Search for: Docement Type: > ]

Modute:  Purchasng Module ~

- — o

L mmrmw
C Codes

Y

Copyrght © 2014 Permcope Holings, e - Al Rghts F ContractBiankets
fems

Purchase Orders
ARSChments

Directions
Step 1

Launch the COMMBUYS website by
entering the URL www.commbuys.com,
into the web browser.

You must be logged into your
COMMBUYS Vendor account to perform
the tasks in this job aid.

This job aid provides (4) examples of
how to search for the Bid/grant
application:

Search using the Bid # (step 3)
Search by Organization (step 4)
Search by Purchaser (step 5)
Search by NEW UNSPSC Grant
Opportunity Code (step 6)

And how to Create and Submit a Quote,
which starts on step 8.

UNS P 5 C Code Brwwne | My Accosnt | Customer Service | Avgust 16, U IBAMDT D QE

Step 2
Search by Bid Number.

e Select the magnify glass on the
navigation bar.

e Select the Purchasing Module and
use Bids from the Document Type
drop down menu.
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Job Aid:

Screenshot Directions
Advanced Search = Step 3.
for | Modwe: PuchasogModde ~  Docement Type: B8 S e Enter the Bid number to the Bid #
:::‘ ALL ot e criers - field.
o ][O e Select Find It.
N e — e Search results will display upon
refresh.
Oepartment . e Select Bid # Link to view.
Location -
Soarcn | DIP Code X
Predds: | Conniog o
Purchase =
Wethod
UNSPSC
Famiy t
uNsPsSC
Class
Commodaay. g
e —
C mat_J1). Ces
ivan Step 4

Search by Organization.

e Select the agency or department from

the Organization drop down menu.

Select Find it.

Search results will display on refresh.

Select Bid # Link to view.

o Module: Purchasng Module ~ Document Type: B33 -
m’ ALL of D crtere  w
=0 Cloar
o
e
% of Agncultural Resowces >
Locaton -
. Type Code -
Petan: | Coaraton -
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Clans
o g =
C =)=
Results
1209 0 e
122450
Purchase Order P_-_vuun" ,.m O
2 - -~ - —— — i - —
Oper Varver Sanages | Ceparment of |
120000 MW }AM-me
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Screenshot
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Directions
Step 5

Search by Purchaser.

e Select the Purchaser’s name from the
Purchaser drop down menu.

e Select Find it.
e Search results will display on refresh.

e Select Bid # Link to view.

Advanced Search

i [ B
P
[T

Bar B Opening DatelMMDOYYYY) (]

Bid Description Purchaser

f——

—

o .
Search Fields: | Type Code -

o .

Purchase Method - Entered Date{MMODTTYY) 5]

R o e rpoess

e | T

Commodity 4PP Q

ST [

Results

Contract/Blanket # Buyer Eescription

cnaeipracs ‘Santard i, chscing amendmest opsons

Msithew Chester Test Open Enrolement B Wisut nformsl B4 Selecied”

Step 6
Search by NEW UNSPSC Grant
Opportunity Code.

e Select the new Grant Opportunity
Code (00-00) from the UNSPSC
Segment/Family Dropdown Box. It
will be first on the list.

e Select the new Grant Opportunity
Class Code (00) from the UNSPSC
Class Code Dropdown Box.

e Select Find It.

e The page will refresh and display
available Grant Opportunities.

e Select Bid # Link to view.
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Locate a Grant Posting and Create a Response Part 2 (logged-In)

Screenshot

Bid # 0000015
Bid Description oo S5 e presarvers

Acknowledge Receipt and View Solicitation Click Yes to acknowledge that, by dowmloading this bid, you: 1. Agree to receive all
futare corespondence regarding this solicitation via email. 2. Agree to maintain your vendor profile to ensure accuracy and current
email contact information {vendor email field/organization administration tab}. 3. Agree to adhere to all COMUBUYS requirements
(attachments, terms/conditions, etc.) when responding to a Bid. 4. Agree that a Quote MUST be submitted prior to the due date and
time stated in COMMBUYS (referred to as the “Bid Opening Date/Time" in COMMBUYS). 5. For Quotes submitted electronically through
COMMBUYS, agree that a Quote [ie., a response to a bid) is mot considered submitted, unless you are in receipt of a confirmation
email stating that the Quote has been received. (To submit a Quote, click o the Submit button o the Summary Tab). 8. For Quotes
subanitted electroaically through COMMBUYS, agree that a Quote that remains in an “in progress™ status at the time of the Bid
Opening Date/Time will not be accepted; including Quotes in the process of uploading attachments. Click Proceed if you agree with
the above and if you wish to coatinue.

S T Ewew

Acknowledge Receipt and View Soficitation

Directions

Step 7
Acknowledge Receipt and View Posting.

Any time you select a Bid/Grant
Application link, a new page opens with a
message requesting you acknowledge
receipt of the Bid (Grant Application).
Click Yes to acknowledge receipt of the
bid (Grant Application).

In this acknowledgement you agree to
the following:

o Receive future correspondence
to this solicitation (grant
application) via email.

o Agree to maintain your vendor
profile for accuracy and current
contact information.

o Agree to adhere to COMMBUYS
requirements.

o Agree that the quote MUST be
submitted prior to the due date.

o Agree an online quote responses
is not considered submitted until
you are in receipt of a
confirmation email stating your
response has been received.

o Agree that a quote submitted
electronically that remains “in
progress” status at the time of
Bid opening will not be accepted
(including quotes in the process
of uploading attachments).

If you select NO you may still view the
bid/grant application but will not receive
any notifications regarding updates or
amendments.
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Job Aid:

Locate a Grant Posting and Create a Response Part 2 (logged-In)

Screenshot Directions

M 17 M4 oo T 5 ) & Step 8

Review the Bid/Grant Posting.

B b S0 [e— %0 1 Opaning Dute » e~

ponscrs Aprmaysin i proseciiiiposa The Bid/grant posting opens and displays
el Uy Reied o | oewn a summary of details. Information

displayed includes:

Purchaser

Department

Contact for this bid

Pre-Bid Conference details — if
applicable

o Ship-to and Bill-to Addresses
o Questions

o Any attachments to the Bid

O O O O

Note: Be sure to read all attachments
and read, complete and/or submit as
instructed.

=esesserei| | Step 9
The key dates and information of the bid:

skt std) Rgwling | St o Bid Date — date bid was posted
- on COMMBUYS.

o Required Date — not used by the
Commonwealth.

o Bid Opening Date — date the bid
closes and no further quotes will
be accepted.

o Informal Bid Flag — buyer will be
able to view responses as they
are sent in, as opposed to only
on the Bid Opening Date.
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Locate a Grant Posting and Create a Response Part 2 (logged-In)

Screenshot Directions
Step 10

Item Information

[ R TR 2 L) et The lower half of the page provides

UNSPSCCose: 1010 - 16 information about the grant opportunity
Oy Lnit Gost o Tetal Diszoum At available.
50 EA - Esch
Marufacturer Brarsd
Mase Packaging

If the buyer enables the bid to allow for
Bid Questions/Answers, upon selecting
the Bid Q&A at bottom of screen you will
be able to post your question. Read the

MemM2: (10=10 = 16) balliant white cogry paper

UMSPSC Code: 1010 - 16

[ oy Unit Cost uoM Total Discourt Amt !
w9 S Case language of the RFR for any special
Mamutactuese ' - instructions/restrictions for the Bid Q&A.
Make Packaging

Click Create Quote to begin
T e e

[ - Semnay  Becn0d Step 11

Qe ¢ e e )

Opoan Opras s Oten Review/complete the General Tab

T » Egeie Daws ngman® Soow Man Pary

Cueary Coys 0 Daast Pemet 00 . X

o p—— The General Tab for a new quote is

Sy tome Contand Fregt : g Tome Fregpt Abowes : populated with some information from the
SRS s 2 fogdues - bid. Fields available to update include:

et we
MDY,

. _ e Promised Date
e , e Info Contact

¢ Comments

Dute Lant Uttt Uner st Upetaodt

Because this is a grant opportunity there
may be little to update on this tab.
However, the info contact box and the
comments box allow the grantee to add
info/comments for the buyer to view

Update as needed and click Save &
Continue to save any changes and

create a Quote Number.
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Job Aid:

Locate a Grant Posting and Create a Response Part 2 (logged-In)

Screenshot

.Quole Validation Errors

® Terms & Conditions 1s not acknowledged

Quote Validation Warnings

® Your quote has not been submitted

Directions

Step 12
The page refreshes and messages
Display. Any message in Red is an error
and must be resolved before the quote
can be submitted. Any message in
Yellow is only a warning and will allow
processing to continue.

The following messages are received:

e Terms & Conditions is not
acknowledged. To resolve this,
click on the Terms &
Conditions tab and accept the
terms.

e Your quote has not been
submitted — is just an information
message. Processing can
continue.

[ Owantiy | UOM | UakCowt | Dot | ToaRoe | Fooight | Cstended | Mol | W

- [ s el TR P

(Q Dcnert oy mtn AR St et o o e g pex

#

Step 13

The Items tab displays showing
information about the requested
items/services.

o |[f item data is not required — select

the “No Charge” indicator in the last
column (if you do not edit this tab it
will default to “NO BID”).

e Add a note to see attachment in the

alternate description field OR follow
direction in the Item description
described by the buyer.

e The item opens. Input your quote

information and click Save &
Continue and select the Terms &
Conditions tab.

Carerw c=n 2 Woten  Terws & Constons  Amschwents  Semwmary Sk 0 0

Question # R i pwaa
-~ Dot 1o BArent Secn & meen 37 ] ey engerence

-
LFALES

2 | On e peon v s e e st

Step 14

Review and answer questions on the
Questions Tab.

These questions MAY be required and/or
MAY be used to “qualify or disqualify”
during the evaluation process. It is the
potential grantee’s responsibility to
review and answer accordingly.
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Job Aid:

Locate a Grant Posting and Create a Response Part 2 (logged-In)

Screenshot Directions
Step 15

Subcontractor Tab — NOT utilized at this
Subcontractors P 0s time

Quote 00000474 - Town of Waterman

It is the potential grantee’s responsibility
to read the language of the Grant
Application for language related to
subcontracting.

Quaote 00000474 - Town of Waterman Stepl6
t—u [ — S Conttons Ammbovents Sememary  fach 3004 .
| e o e e T st S G i 8 e e o o e B i i T Notes Tab — Allows the potential grantee

Iimation & st verwatie by B Sgency

to make a notation on the quote
response that is only viewable by other
sellers in the COMMBUYS Seller
account.

|Quote Vasdstion Errors Step 17
| Terma 3 Candtons & Mot scinowindped

Acknowledge/accept Terms and
Conditions.

| Guote Vasdatan Warnings

o Yeur quete has 2ot been submited

Quote 00000491 - Town of Waterman e Click Yes to accept the terms
and conditions.
e Click Save & Continue.

File Name Description Flle Size

& Grant Anptication (Grant Avsiication) eophesad utak ik Ripeas T e Click the Attachments Tab

JGCect the terms & condtons of the bd?

Do
» Yoo wih excestons ) No
- Wy accest the terms § condtons. clesase note e exceptons below

Quote 00000491 - Town of Waterman Step 18

Genersl  Mems Ouestions Sebcomtractors Notes Terms & Condtons [[IINDRNRITY Sememary  fack 1o B i
The Attachments Tab allows the potential

grantee to upload files and forms (files
may be documents related to the bid that
you have completed and need to attach

oo | to your response. Examples may be,

() Sh s P Sl o e completed grant application, Terms and

Conditions, Electronic Funds Transfer
I ) - . form and other required formes.

© Cicx AGd Pide 12 502 e azachments
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Job Aid:

Locate a Grant Posting and Create a Response Part 2 (logged-In)

Screenshot Directions

Step 19
0:::..-.:.':::.':::..*'—;‘;—:"—”_7-2%& There are a couple of steps to follow for
ot e Ovassocms | Q0TS @ Ok Gutivad » ohdmogn ooy | fes b e 3 a_ldding a file. First you must name the
:u- Campurnd Grant Aggtcaen J Db i ; file.
i B ool TP Name is the display name for the file that
T e ozt Mo F will appear when posted. It can be
(S Sy e different from its saved location name
3 Docwews o ehe et o e | and can contain alphanumeric
im characters, spaces and special
H e characters up to a maximum length of
R : 200.
Flename Sample Town Witeman Gt & = MFia 1) J |
A ' The Description field allows you to briefly
— describe the file.

Select the Browse button to locate the
file you wish to upload.

Select Save and Exit to proceed.
Step 20

Quote 00000451 - Town of Waterman
- Once you have uploaded all your files
Geoersl Bems Questions Soboostactors fetes Terms | Conditoes -m"-n‘ Sommwy ol
and forms and have selected Save and

e —— | Exit to continue, you can view the list to
Nare Descriicn (onfdental Atached By Arached Date Delete

ensure that all your intended documents
display.

Town of Syt Compend Gt iplctr p1 e

If you select the hyperlink under Name,

R | vou will be able to open the documen. I

you want to remove a document from the

R list, select the Delete box and click Save

o & Continue.

ryETEETE |
N Select the Summary Tab to review and
submit quote.

Cructe CO0004HE - Teram of Waterman step 21
Canae Wws Geswtess  febosecn  Motes Tevwa b Consaons  demonmnty [l et
[ g_— s = . v The Summary Tab displays.
D P B0 Erarpe Domrvwins Gwd (uplivwery D L] D onrn Porgest L . .
e Pl Aernaie i - shigping Tema. ° Review the bid. If needed,
g Farrn: s Vien Tnrma: Papment Teen
ﬂm [y ey it Tkl HH update_
ey A - e Click the Submit Quote button at
e the bottom of the page.

Agancy Farmen:
Verder Files
Vessdor Foums

[ Priet Soqueesin # 10 (7100 - 18] Enegy efficecy programs aed serrices ke kel cities seed Kewe.

ety i o Lot ot T Frewm e pved e - g
[ o M " Y Y Cr] e - -
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Screenshot Directions

e Are you sure you want to submit this quote?

Step 22

Popup window will display asking for
verification on quote submission.

Click OK to submit the quote.

Cnsote S0004H1 - Town of Waterman
Gyl Bpems ity iy ey Ve (obteny Aty ) [ fen b

s 8 o . B LI fa—
Cegasis st e

Lo g EAE - g Cotes e Cieey Dapy L g ot Poger it -
Bed il lag L - rhappeng e

[FEE . T Py Taen.

P s L ¢ Chsotn Tonal L L]
e

Ly — B [y p—— s

et e apen e ey | pnin g e g s

i
b i e " o .

P St 808 [T M| ey oMy oo e oo o bl M il M.
iy T w= | —yr— | [re— T - | - | [rye— | [rr—
1 T T | o~ | ™ | ™ T | = | -

Step 23

Summary tab redisplays with an updated
status for the quote. It is now Submitted.

From the summary tab of a bid, you can
Withdraw Quote anytime up until it has
been viewed by the Buyer or if the
Opening Bid Deadline date has NOT
passed.

COMMBUYS Job Aids

COMMEUYS

MATIONAL SEWHICES DN

@ Find Your COMMBUYS OSD i excited 10 share with you the COMMBUYS Job Aids page. All job aids will
Community will be svadadie oo this page. please bookmark for future referonce. Here you will
fnd resowrces Sesgned 10 assist you i the use of COMMBUYS. We wil

Contnue 1o post adStonal ob s a3 they are scheduled through the month of
June anvd ongoeg

Commonwealh Agencies
Local Governments and Noo Profits

Supeders

Job Alds for Purchaser
Linkeons Sad Chasgy Agenin The COMMBUY'S Purchaser page prowdes job mds for the Purchaser Communty
Job Akds for Scler
The COMMEBUYS Seller page prowdes ob ads for the Seller Community
@ Connect with us online
G, ) Key Resources
¥y ¥y 9  J
SN0 SO 0SD SO0 SBPP  MASSBys  MASSbuys

Additional job aids can be found online in
the COMMBUYS Resource Center.

e Gotothe OSD Webpage at
www.mass.gov/osd.

e Select Learn More About
COMMBUYS link.

e Select the COMMBUYS Job Aids
link.

e Select the COMMBUYS Job Aids
for Seller Link.

This Job Aid is also available as a
presentation on OSD’s YouTube
Channel.
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http://www.mass.gov/anf/budget-taxes-and-procurement/oversight-agencies/osd/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.youtube.com/watch?v=UhUTNokbhfY&amp;list=PL247E2162C4B2F10A&amp;index=8
http://www.youtube.com/watch?v=UhUTNokbhfY&amp;list=PL247E2162C4B2F10A&amp;index=8
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Screenshot Directions

You I &7 [ Need to Register?
See the job aid:
COMMBUYS QSD ecstonsl Servces Dre “NEW Vendor Registration” or view the

P = = online recorded webcast for instructions
) and best practices for registering as a
“‘NEW Vendor “ in the COMMBUYS
Market Center.

223253.2

" SELLER REGISTRATION

\SIELLER REGISTRATION: NEW Registration for COMMBUYS W Completing Vendor Regist
‘endors —r
n b 2819 cmm—ey 10 USE MASTER
=== w BUANKET PURCHASE ORD(
s B e N v | e
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http://www.mass.gov/anf/docs/osd/commbuys/vendor-registration.pdf
https://www.youtube.com/watch?v=mWMLx4UgHtQ&index=6&list=PL247E2162C4B2F10A

